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1.0 PROCEDURE OBJECTIVES 
 

• Help correct hazardous situations before they result in injury or accident. 

• Provide a tracking method for diagnosis of systemic hazards and hazardous 
trends. 

 
2.0 RELEVANT DOCUMENTS 
 

2.1 Forms 
 

WK 8-127 Close Call / Hazard Report form 
 
 
3.0 ABBREVIATIONS, ACRONYMS, & DEFINITIONS 
 

3.1 Abbreviations & Acronyms 
 

SME Subject Matter Expert 
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4.0 FLOWCHART 

START

Originator 

1
Observe 
unsafe 

condition or 
act.

2
Fix condition if 

qualified & 
authorized.

3
Report 

condition 
or act.

 Note 1

4
Record close 

call. 
Note 2

6
Assign close 

call to Subject 
Matter Expert.

7
SME reviews 

close call report 
and contacts 

originator.
 Note 3

9
Determine 
responsible 
party and 

transmit hazard 
information for 

corrective 
action.
Note 4

13
Take 

appropriate 
measures. 

Note 4

Note 1 - Reporting Options:
-  Submit close call report form  WK 8-127
-  Alert supervisor and submit  WK 8-127
-  Report to facility manager and submit  WK 8-127
-  Call the Safety Office hazard hotline (ext. 6600)
-  Call the Center Directors hotline (ext. 6500)

Note 2 - Enter information into database and assign 
tracking number.

Note 3
Review  close call form 
or database 
report.  Contact 
originator to alert them 
of investigation 
commencement and 
gather further 
information, if 
needed.  Determine if 
field investigation or 
field review of the 
hazard correction (if 
already performed) is 
needed. 
For Flight Safety, see 
Note 5.

Note 4
The SME will provide 
information 
to the appropriate party 
having jurisdiction over 
the area where 
the hazard exists.  The 
responsible party will 
take appropriate 
measures to correct the 
hazardous situation.
For Flight Safety, see 
Note 5.

Responsible
Party

Flight Safety 
Office

11
Forward to 

Flight Safety 
Office. 

12
QA assign 

SME.
Flight Safety 

Special 
Instruction,

Note 5

 Note 5
 Flight Safety
Quality Assurance shall review  
the close call form and contact 
the originator to inform them of 
the immanent investigation and 
to obtain all subsequent 
information, as needed.  
Determines if a field investigation
or field review of the hazard 
correction ( if already performed) 
is needed.

The QA SME will provide 
information to the appropriate 
party having authority over the 
aircraft where the hazard 
exists.  The responsible party 
shall take appropriate action to 
correct the aircraft related hazard.

Safety, Health, & 
Environmental 

Office

S M E

5
Flight safety 

related?

No

Yes

8
Does hazard 

exist?

No

Yes

10
Have corrective 
measures been 

completed?

To block 
16

No

Yes
To block 

16
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16
Contact close 

call report 
originator and 
review case.

14
Close call 

report case is 
closed and 

final database 
entries are 

made.

15
Pertinent close 

call data is 
made available 

to Dryden 
personnel and 
organizations.

Note 6

END

Note 6
Information on close call reports will be made 
available to Dryden personnel and organizations 
through published articles and the Safety 
Review  Board.          
                    

S M E

Safety, Health, & 
Environmental 

Office

From 
block 10

From 
block 8
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Document History Log 

This page is for informational purposes and does not have to be retained with the document. 

Status 
Change 

Document 
Revision 

Effective 
Date Page Description of Change 

Baseline  8-17-99   

Revision A 5-5-00 All 

• Modified flow chart to include Flight Safety involvement 
for aircraft related closed calls.  

• Modified note boxes 3 and 4 to include "For Flight 
Safety see note 6 " statement.  

• And added note box 6 for Flight Safety. 

Revision B 3-10-06 All 

• Changed number of form DFRC 127 to WK 8-127 
• Rebuilt flowchart for ease of reading 
• Renumbered flowchart Notes to have them on the 

same page 

 

• Inserted flowchart in Word template 
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